Checklist:  Closed Record System

(updated: 26 October 2007)

	Item
	Description:  Closed Record System
	Y
	N

	1
	Do you have a record tracking system?  If so please explain it to me?
	
	

	2
	Are records being created for all patients seen at the hospital?
	
	

	3
	Is there a paper medical document storage and retrieval system?
	
	

	4
	Is Health-E-Forces being used for outpatients?
	
	

	5
	Is there sufficient space to shelve records?
	
	

	6
	Are records being delivered to the clinics by the first appointment?  
	
	

	7
	Is there a courier service in place for records needed at other MTFs?
	
	

	8
	What is being done for patients with multiple appointments on the same day?
	
	

	9
	Are records being copied when a beneficiary is sent for a consultation at another MTF?
	
	

	10
	Are the closed records being stored separate from the HREC and OTR.
	
	

	11
	Describe your beneficiary education program.
	
	

	12
	Are patients hand-carrying medical records?
	
	

	13
	What records transfer process do you have in place for a patient being transferred to another facility?
	
	

	14
	How long is it taking your MTF to provide copies to patients, insurance companies, the Veterans Administration, Disability Determination Services, etc. when requested?
	
	

	15
	Is there currently a backlog in your Special Actions/Release of Information/Medical Correspondence section?  How does the closed record system impact their workload?
	
	

	16
	How do records get from duty station to duty station?
	
	

	17
	Can you explain your policy and process for copying records?
	
	

	18
	Did you have to change processes to implement a closed records system?  What were those changes?  How much did it cost?
	
	


